Snohomish County
Human Services

HMIS Data Entry Manual, 5" Edition

The mission of Human Services is to help all persons meet
their basic needs and develop their potential by providing

timely, effective human services and building community.
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Document Revision History

Date Edition Comments

08/2015 | Second Added consent flowchart, updated to reflect change in ClientTrack platform from version 13 to 15.
08/2016 | Third Furtherupdated information related to ClientTrack versiondril our standard business model.
10/2017 | Fourth Updated onsent flowchart, document links, and data standards revisions

10/2018 | Fifth Updated cover pag®m Human Services standard. Updatsatument links, removed pronouns, added

information on completing an Annual Assessment, updated screenshotg|anifted language in consent
section.Updated anonymization language to include persons who are ldiidtified ownership of the software
platform. Added revision history.

712019 Fifth, Per new HUD Longitudinal Systems AnayS#\yeporting standard, updatedection on how to anonymize a
second client record. This to remain in compliance with LSA.
revision




Production and TrainingMIS Database

Snohomish Countyaintainstwo HMISdatabases that are used for different purpos&gae Production
environment is the live HMIS systemmere all client levelwork is recordedgndarchived.The Training
environment is usedor creating and testingustomizations, prior to making changes in Production.

OurProductionenvironmentisintendedfor everyone whaegularlyuses HMISAccess to this
environmentis grantedafter a newuserhascompleted security training with Snohomish County staff.
https://www.clienttrack.net/snocohsd

TheTrainingenvironmentis only for testing of new functionality and sonmspecializedraining. Access is
limited andgranted on a casby-case basis.

https://www.clienttrack.net/snocohsd train

Eccovia Solutions (formerly ClientTrack, Inc.) cantbmaintains theClientTrack platform, which is

hosted on the Microsoft Azure cloud. Additional information regarding Eccovia and the database may
be found on their websiteNote that all requests for assistangaistbe directed to the Snohomish

County H/IS team.

https://eccoviasolutions.com/communitgare-coordination/housingand-homelessserviceshmis/



https://www.clienttrack.net/snocohsd
https://www.clienttrack.net/snocohsd_train
https://eccoviasolutions.com/community-care-coordination/housing-and-homeless-services-hmis/

Section IClient Consent anRelease
Clients presenting for services must be made aware of their privacy rights peataangidentifiable
informationinto HMISTheHMIS Client Privacy Riglitscumentmustbe made clear to the client.

TheHMIS Consent and Release of Information Authorization Fefimes two vital components of
HMIS data entry to the client:

1. Consento have t he cl éneredintoHMIBadshaed globatlyand d
2. Releaseof transactional records (enrollments, exits, services, etc.) to other agencies.

Consent and release of informatidorms may be signed by all clients, excepise experiencing
domestic violence or those who are HIV positiveinstances of domestic violenoe HIV+ statusclient
data must be made unidentifiable, regardless of whether client would otherwise choose ta sign
consentandrelease of information authorization.

Clients can also completeGlient Revocation of HMIS Consahany time shouldhey decideto reduce
or eliminate the accessiliji of their information in HMIS by other agencies.

Consent and Releasdgthin ClientTrack

Within the SnoCty: HMIS Programgorkgroup, auser will be able to see baduentifiableclient
information—full name, telephone nmber, date of birth, social security number, race, ethnicity,
gender, etc., provided the client gave telephonic consarihe time ofcoordinated entrylf a client first
entered the database outside of Coordinated Entry, then they would not hag¢he option to provide
telephonic consentbut may have providedritten consent in person when presenting for services.

If the clientthen elects to sign thénformed Consent and Release of Information Authorization Form

the client is empowered to decide whether their transactional information (enrollments, exits, services,
etc.) is to be shared with all partner agencies or with specific agencies as decided by the client. This
consentandreleaseby defaultlasts for ong1) year only, unless the client spiges$ a different,
reasonableperiod of time. One example may be for 18 months, the expected length of participation
time in a particular housing progran®©nce the written conserdndrelease is completed, the cliestill

has the option to revoke such consent at their leisure, without stating a reason.

Consent and Release Legal
Our local internal plicy follows Washington Statew, whichclearlystates thattelephonic releases
not allowable. Releasesust in writing.

Understand that client records are also protected under Federal and State Confidentiality Regulations;
42 CFR Part 2, and the Health Insurance Portability and Accountability Act of 1996 (HIPAA), 45 CFR 160 &
164—and cannot be disclosedithout written consent.

Penalties for improper release of client data include, but are not limitedeaial of access to HMIS
related systems and termination of employment.


https://snohomishcountywa.gov/DocumentCenter/View/20108
https://snohomishcountywa.gov/DocumentCenter/View/20109
https://snohomishcountywa.gov/DocumentCenter/View/6526

Consent and Release Flowch&bm Coordinated Entry to HMIS

Client presents for
sarvices during
Coordinated Entry

Was
telephonic
consent
given?

Basic record Client reviews
shared consent and Data entered

(name, release form anonymously

birthdate,
etc.)

Did client
sign consent
and release

form?

Transactional
data shared with
agencies as
specified by client




Section llLoggindnto HMIS

After a new werand their directorsigrs the HMIS User Policy ari@bde of Ethics and Responsibility
Statementandthe new usehascompleted securitgrainingwith Snohomish CountiiMISstaff,
databaseaccesss granted

To login for the first time,openthe ProductionHMIS sitdn a browsel(preferably Google Chromeahd
enter credentialsasassignedy the Snohomish County HM&$aff. Note that credentials may not be
shared with another persorSharingwill lead to immediate ternmation of a useaccount.

ClientTrack-
Sign In to ClientTrack
User Name

Password
Did you forget your password?

= Signin

Beforeproceeding forwarda usermustchangetheir temporary credentialso a preferredpermanent
passwordor security reasongOneshould automatically be prompted to chantieeir temporary
password after loggino. Anew password must contaiat least 8 characters, includirgg least one
capital letter, one number, and one nafphanumeric character (such asr $).

There will be a prompio update recovery information, including creating a security question. This
guestion allowsa userto recovertheir forgotten password Note that the Snohomish County HMIS
team can always assign a new temporary password, though the current password is not viewable.

Loggingn to HMIS Rer the First Time
Each timeat log into HMIS, this screen appears. ClientTrack"

- . Workgroup
The firstdropdownbox is to allowa userto choose the workgroup SnoCty: HMIS Programs* .

required to complete a taskf accesss granted to only on&orkgroup, | o.gznization

this will display the one optiomvailable. A limited number olisers are Snohomish County Veteran's Assis v
granted accss to both HMIS and Coordinated Entry workgrodips to Location

the nature Of their rOleS. Snchomish County Veteran's Assis ¥

= Use these settings
Open ClientTrack using these settings



https://snohomishcountywa.gov/DocumentCenter/View/6533
https://snohomishcountywa.gov/DocumentCenter/View/6533

Section lllSettings/Help/Sign Out
On the top, righthand side of the screethree links are visibledName(Settings), Help, and Sign Out.
These are shortcuts which are available to help mamageework in HMIS.

A nex Help | Sign Out

Settings

A limited number ofiserswill have access to multiple A e Help | Signout
workgroupsdue tothe nature of theirwork. A isermay °
Workgroup

switch betweerworkgroups without signigout of SnoCly: FINIS Programs® .
ClientTrack. i

Organization

Catholic Community Services v

1. Click orthe Settings button on the top, right

Location

hand Side Of the screen lex Catholic Community Services v
- heme
2. Select the new workgroup from the dropdown. | e e o TDefM .
. Change password
3. CI|Ck Apply Clear preferences
Sign Out - Apply

The Settings window also includes two shortcuts to
other processes: changirgpassword and clearing preferences.

Byclickngon Change My Passworithjs automatically routeso the password change screen.

Help
The Help window allowa userto quickly report issues or ask questiofis is available on the top of
every screen in the uppeight corner.

Report an Issue

By selectindgreport an Issue, a small fomppearswherea brief summary of the technical or data
guality issuecan be writen. Providea detailed description of the issw@d confirm the client
identification number These reported issues are sent3nohomish County HMIS team for resolution

It is always recommended that as much documentation as possipi®videdwhen repating issues to
reduce the amount of time that it might take to identify and resolve the issue. A good practice is to take
a screen shot ahe issue (when relevant) and to note the questions on the page with the issue so that
staff can quickly address thpFoblem. Pictures and screenshots can be attached to the issue under the
description.

Please note thatwhen taking screen shotslient identifying informatiormust be redactedsuch as
name, social security number, etc. For more information on taking screen shots, please Seecthe
Shotssection of this manual.



Ask a Question

Similar to reporting issues, the Ask a Question form allbwser to ask a short question and provide
more detailed background, as well as upload files and screen shots. &8kigrga question through this
form, it is sent tahe Snohomish County HMIS teawho will respond as soon asssible.

Other Options _
These ofions are not used and should be ignored. Please use the |

Report an issue
Report an Issu¢o request assistance.

There is 2 problem on the current page.

< Ask a question

. | have a question or request about the current
Sign Out page

Pleasesignout of HMIS prior to closing the window, as some interne| Make a suggestion
browsers retairdogininformation. For security reasons, it is critital | e 083 on how to mprove e curent page
usethis button to logout of ClientTrack when finished working or 3 View the documentation

whenaway from thecomputer. _
= Waich a video

= System Administration Guide
Documentation on system administration and
configuration

= Tool Documentation
Deocumentation on the design tools.

< Keyboard Shortcuts
View documentation on Keyboard Shorteuts used
for accessibility

About ClientTrack




Section IVHomeWorkspacd-unctions

Home & Clicking this allows you to access a new active workspace and associated options.
_..

The Homeworkspacecontains information abouthe useraccount, the bulletin board, and a
customizable menu which allovesirollment information to be viewed

HOME
Alex

CLIENTS
Danny Pizza

Catholic Community Services 16230

SnoCty: HMIS Programs* 2/2/1999

Male

Menu

On the upper leftthere isa collapsible menuBy clicking thisvhite-boxicon, and depending updevel
of access- Global Administratin, My ClientTrack, and Reports with submenus are selectable

To keep the menin place after navigating to a different part of the screen, mp | y by“clgkingoni t ”
the thumbtackicon.

Home @ J{ClientTrack~

@,‘ User Dashboard Alex

h Catholic Community




My ClientTrack
Theoption My ClientTraclpopulatesa list of options related t¢the user accounand the cases
managed as well as the workflows paused and issues submitted.

Bulletin Board

The bulletin board can be used by agencies to post informatianher users and agencies. It is
important to note that these posts will be viewable to all users in the system. Acceptable uses of the
bulletin board would include updates to programs, organizational cham@geljpcoming training
notices.Unacceptable usewould include any information pertaining to specific clients, or other
information that is not meant to be shared with all agencies.

To post messages to the bulletin board, click onthe bulletinbmamd Then c¢cl i ck “Post Ne
Enter the subject/titl e cahdthederter tmensis exd@the n t he “ Su
message in the “Body” field. To edit the formatt.

show the editingpptions. Select save when finished creating the message.

Recent
The Recent item in the leftand menu summarizes all of the recent activity undertaken in HMIS.

Current Enrollments

The Current Enroliments folder in the ldéfand menu allows displayof all clients enrolled in a specific
program, the enrollment date, the number of days enrolled, and the number of case members. The
“Open Enroll ments w/ fidatingsubiRldec alowsthe Searshdcsbe magowed”
for clients currently enrolle¢h a specified program.

Quick Service Multiple Clients
This isnot a recommended process and should not be utilizethtead, log services individually.

My User Configuration

Managinga useraccount is an important part of ensuring that data entry records are maintained and
tracked effectivelyTo check ochange your information in the systetmpver over the iconThis will
bringdown three options: My Information, My Team, and Change Mg\WRa.

Paused Operations
This list displays workflovihat a user hapaused. A user mayesume the process where leftfp
restart workflows, or purgéhe paused workflow

My Submitted Issues
Any issues submitted through the Help system are displéwged, as are responses.



Section VClientsWorkspacd-unctions

Datain Clienfrack ientered and accegslthrough theClients verkspace Fromthis spacefunctions
are creating client recordthrough an intakerecording assessment®ggingservices, updating case
notes,and tracking provider referrals.

Toaccess the Clientsaskspace, first click on the top tie screen Clie ntTrack"‘@
to show workspace selection options.

Alex
Next, select the floating Clientgorkspaceoption. This will “ Catholic Community
navigatedirectly tothe Client Dashboard and associated menu
options.

Client Dashboard

The first screewiewablein the Clients workspaces the client dashboard of thast client queriedlt is a
summary of the client’s infor mat programeriroinehtsyydi ng ba
services provided, and any assessments that have been compzgpending on agency procedures

case notes, referrals, client goals, and tasks @addnoted in this area, accessed via the menu section.

= 2
‘LII D_anny P\z_za Ve
A 16230  2/2/1999
€ | Danny Pizza's Dashboard
Danny Pizza's Information
Name: Birth Date:
Pizza, Danny 2/2/1999
end
Male
hnicity Race:
MNon-Hispanic/Latino Mative Hawaiian or Other Pacific Islander, White
Custom Program Enrollments for HUD Programs
Displaying 1-10 of 11 results. Next Last
Enrollment Case = cing Mows . - P
Description Membpers Enroll Date Housing Move-In Date Exit Date Organization
 Current
0 EGM-Men Shelter 1 09/20/2017 Everett Gospel Men's Mission

On t his «cl iiethaupperlet cométhe araquedclient ID may be found (#16230)

El sewhere on the dashboar d uthmenamd, gerdertethsicity, it nt i f y i
date, and race are easily accessible. Depending oretbase of information signedenrollment and
services information is also available.

10



Section VIWorkflows

Clientintake
On the top,left-hand side of the screein the Clients workspagcgou will see two icons one labeled
“Find Clieritand the other labeledIntakée’. Labels are accessible by hovering over the icon.

Find client

Intake

Finding an Existing Client

client ID: If it is known that a clienthaspreviously
entered into HMIS, select Find ClieW{hen
done, a screen will appear asking for several
First Name: pieces of information.

Last Mame:

Social Security Number: H N
N : N For best results, enter only a partial first and

User ID: last name, this will assigt finding theclient
Birth Date: ] if in the system with a shortened or
mi sspell ed name. Exampl e

Jon” iofMviichael dodes, abey might be in the system as Michael, MicMike etc. If the client
appearsasexpected s el ect t h e thedystemmmwill nagigata @ theel iaenmdt * s dashboa

If the client does not appear, it could meanthatthenlie” s record has nobr been en
the record that was entered into HMIS included different informatiomt he c¢l i ent ' s recor d
into HMIS under a security level that restriets u salility to wiew the clientrecord.

Addinga New Clienat Intake

If unsure whether or not the client with whothe agency isvorkingwith has already been entered into
HMIS and the client is currently seeking services, select the Client Intake buttonaVigistego the

Add or Edit screerA user mayAdd a newclient, Use the current clierdr Select another client.

£a Danny Pizza )
‘:Il 16230 2/2/1999 Male Q

Intake (1259) @) #odorede
x

Do you want to add a new dient or use the selected client?

Add or Edit
| gpAdd a new client
Basic Client
Information -
. ..I.’L.zetf‘e current client

Family Members

L4, Select another client
Program Enrollment 0

11



Selecting another client orsing the current client means thah existingclient will be enrolled into

program after the client’'s basic data has already
entering a duplicate c¢client record into HMIS. Dup
dataand reporting For more information atut duplicate clients, please see tBeiplicate Client

Recordssection of this manual.

The first screen that appears alloasiserto Search Existing Clients. This is a required step to double
check thatthe client presenting for servicedoes not already exist in the system. Enter all rel¢dkata
andchooseNext. This data is the beginning portion of tBasic Client InformationThe next screen to
appear will either be a list of existing clients who resesdilleast some of the information entered.

First Name: |Mi

Last Name: |Jon

Social Security Number;
Birth Date: ]
First Mame = Last Name «
Michael Jone
Mike Jones

In this example, a new client will be createillichelle Jons.

Basic Client Information/Client Demographics
The next screen to appear wile the Basic Client Informatidiorm. This allowslient data to be
enteredsuch as their full name, gender, race, etc.

First Name* |Michelle

Last Name* |Jons

Middle Name: |Jennifer
Suffix:

Name Quality* |Full name reported
Social Security Number: (122 122 2222 |®

Birth Date: | 07/02/1990 (1%
27

Approximate or Partial DOB Reported
® Full DOB Reported

Scroll down and eter the remaining demographic informatiam this page as the client reports and
identifies, not as they appear the observer.

12



Information Release #

When enteringhe desiredrelease type cod@to the Information Release ffeld, this specifiesvhat
information is to be shared signedpdpbiCBnsemtiandReleaseh er ag
definesthis datatype code Select the magnifying glass and click on theemd Information Release #.

The start date will default to the date that the informati@menteredinto HMIS. Select an end date of
exactly one vy e aThecfientonay eleocdtd sign a rew klaaseeat their annual rerew.

more informatian about Consent and Release, please visit@basent and Releasection of this

manual.

The next screeallowsfamily member informatiorto be quickly enterednto HMIS all at once.

Adding Family Members at Irka

The first line on the Family Members page will dispteeyhead of household. To add additional
persons, click the check box below and add their information, scrolling to the Rgyeat this process
for each new household member.

First Middle Last - ) .

Name « Name & Name = Suffix « Name Quality* « Birth Date* =

Michelle Jennifer  Jons Full name reported v | 07/02/1900
« Jason Lee Jons ‘o Full name reported v =

ProgramEnrollment
When enrolling a client into a program through the intake workflow, simply select the relevant program
from the dropdown menu andelect the family membemwho are being enrolled

If the client is entering a Permanent Supportive Housing, Beemt Housing with Services (no disability
required) or a Rapid Rehousing program, HUD now requires users to enter distinct dates for Project Start
(the date a client was enrolled in a program) and a Housing Ntoiate (the date the Head of

Household moed into the unit).

If the client has not yet moved into the unit, leave Housing MiovBate empty. There is an option to
complete this fiedl elsewhere in the system. Nqtelousing Movén Date is only entered for the Head of
Household.

e [Are i ante Criate v
Project LClLa-Monte CTisto Y

Project Relztionship (0
Start Date « Head of Household* &

Jons, Jason Lee Female 29 09/26/2017 Alex Vallandry ‘& Spouse/Partner
Jons, Michelle Jennifer Female 27 09/26/2017 [ Alex Vallandry o Self v 09/26/2017 [

Name & Gender « Age a Case Manager & ~ Housing Move-in Date =

13



Assessments

Depending on the client’s status r eortietspedfict o Di sab
program in which the client is being enrollealclientmayhave many or few entry assessments in the
intake workflow.

Universal Data Assessmt

The first assessment is always the Universal Data Assessment. This assessment asks for critical housing
information to deter mi ne t NatethatlDisabling Cosditionbasbeere s s st
moved to this page for thmostrecentData Standards update.

Assessment Date* | 09/26/2017 03
Age at Assessment: 27
Assessment Type: |Entry v
Assessor*  Alex Vallandry “
Program. | CCS-Monte Cristo v

Disabling Condition:* |Yes _)

lent Location - Select or enter the CoC code assigned to the gecgraphic area where the head of household is staying at the time of project entry. Client location will be defaulted to the programis CoC within a workflow

Client Location:* | WA-504 - Everett/Snohomish County CoC v

iing Situation - Identify the type of residence and length of stay at that residence just prior to (i.e., the night before) program admission.
Type of Residence:* |Place not meant for habitation v @
Length of stay in the prior living situation* |One month or more, but less than 90 days v
Approximate date homelessness started:* | 07/02/2015 (9%

Regardless of where they stayed last night—Number of times the client has been on the*
streets, in ES, or SH in the past three years including today:

Four or more times v

Total number of months homeless on the street, in ES, or SH in the past three years :* |More than 12 months M

Vet er asment Ass e
If client answers yes to Veteran status, a screen will appear. Complete branch of service, discharge
status, and service dates.

Branch of the Military:* |Army v
Discharge Status:= |Honorable -

Military Service Dates- In the interest of data quality ClientTrack provides date fields and encourages users to enter exact dates if possible. If not, use the first of the year or another standard date determined by your organization. For HMIS purposes, GlientTrack will
always calculate years of military service only using year.

Service Entry Date | 10/02/2017 (& Service Exit Date:* 10/02/2017 [
Please Select Theatre(s) of Operation(s) = Status* &
o fmeeotopemtonstoenwer T - I
‘heatre of Operations: Other Peace keeping Operations or Military Interventions (such as Lebanon, Panama, Somalia, Bosnia, Kosovo) v N

Barriers Assessment

The Barriers assessment is next. If the client has a Disabling Condition or if the client has recently
experienced any of the identified barriers, select the barrier and respond to any items known, then
select Save and CloseHilfV+, the client record wiheed to be anonymized.

Identified Date:* |09/26/2017 4
Screen:  |HMIS Barriers v

Disabling Condition: |Yes M
v Barrier Help =~ Efe[;i:;t?_ . ﬁ]%giliﬁﬁg f Explanation =
£ Alcohol Abuse (7] No v
v Chronic Health Condition (7] No v
=] Developmental Disability (7] No v
’ Drug Abuse (7] Yes v Yes v
v HIV/AIDS (7] No ¥
7 Mental lliness 7] Yes v Yes v Obsessive compulsive dit
el Physical Disability 7] No r

14



Domestic Violence Assessment
Answer whether or not the client has ever had a domestic violence experience. If yes, note when the
experience occurredf the client is currently experiencing domestic violence or activelynitgehe

record will need to be anonymized. Directions are available in the last section of this manual.
Assessment Date: |09/26/2017 [

Domestic Violence Experience * @ Yes
No
Client doesn't know
Client refused
Data Not Collected

When Experience Occurred:* One year ago or more

currently Fleeing:* |No v

Income and Sources, Nd@ash Benefits
If the client has any income or narash benefits, please list them here. If yes is selected, more options
appear thisto gather the type and amount of income or benefit.
Assessment Date* |00/26/2017 [H
Income from Any Source:* |Yes M

Non-Cash Benefits from A ource* |Yes M
xpenses: — SELECT - v |

Income

Type = Description = Aml\gi:gh
‘ Earned Incoms part-time job 55250
Unemployment Insurance

Supplemental Security Income

Employment

This assessmemnecordswhether client is employed, and if so the number of hours worked the previous
week. Example, if client worked in a factory consistéiothd0 weeks and then last week due to fire,

only 7 hours- please enter 7 hours.

Assessment Date  10/02/2017 [
Employed?* |Yes v
Type of Employment* |Full-Time
Hours Worked In Last Week:* 7.00

Employment Tenure:x |Permanent v

15



Education
Depending on age of client, the workflow will go to the Adult Education or Child Education scogen.
the educational level and attendance statuseagplicable.

Assessment Date®  10/02/2017 [

Currently in School / Working on Degree: | Yes r
eceived Vocational Training/Apprenticeship : |—SELECT - v
Highest Grade Completed := |Grades 7-8 v

attendance Status:* |Attending school regularly

Secondary Education : ¥ Associates Degree Vv
Bachelors Degree
Masters Degree
Doctorate Degree
Other graduate/Professional degree
Vocational certification / Certificate of advanced training or skilled artisan

The intake workflow will continue to loop and ask questions of each person in the household.

Annual Assessmesit

Data collection must include an annual assessment for all persons who have been in certain HMIS
project types for a year. Thincludes Homeless Preventidtermanent Supportive Housing, Rapid
Rehousing, Supportive Services, and Transitional Housing.

Annual assessments may be completed only within a narrow window of 30 days pHiti®
enrollment anniversargate or within 30days after, regardless of the date of the most recent update or
any otherprograth s annual HMNIS Adninsareaimable to override this restriction.

Starting an Annual Assessment
To begin, navigate to the Head of Household’ s das

Click theblue action gear next to the open enroliment that requires an annual assessment.

Custom Program Enroliments for HUD Programs

1 result found
Enrollment Case
Description Members
v Current

’0\/ CCS-SSVF 1 09/19/2017
L

Enroll Date Housing Move-In Date Exit Date

By doing sathe blue action gear will show an options menu. Selettpdat e/ AnnuaThisAsses st
will begin the Annual Assessment workflow.

¥ Current
(<] CCS-SSVF

£x Add Housing Move-In Date
@ Edit Enrollment Workflow
&% Add Family Member
& View Case Members

I;b Update/Annual Assessment
:-» Exitthe Enroliment

@ Review Entry Assessments

% Delete Enrollment 16




The firstscreenta ppear i s the HUD Program Enrol |l ment

C h a n gusless you need to add a maeiredate (some project types only).

Next, a screen appears that asks the type of assesswlentingor Annual , sel ect
Assessment For 9 Type of Assessment
Enrollment N
(1263) = During Program Enroliment
] X
& Enrollment = Annual
& Pizza, Danny A

The Annual Assessment workflow begins. Nofermationrelated to Health Insurancepnnection
with SOAR (if applicable), Income, and employnmeay be updated This should look similar to the
entry assessments at time of enrollment.

Once complete, ahllMIS Master Assessment type of Annual will appear on the client dashboard.

HMIS Master Assessments

Displaying 1-10 of 32 results. Mext Last
Date Program {Type Assessor

Q 10/02/2018 CCS-SSVF \ Annual s Alex vallandry

Program Exit
When aclient isterminatedfrom a programfor any reason, aexit assessment is requireHowever,
the move-in datemust be loggegbrior to exit if not already done so within five calendar days as

required in our Policies and Procedures mand&abm the client dashboard, click the blue action gear

and select “ Aidd Maotus ng Move

v Current
(2] CCS-SSVF

|_1 g Add Housing Move-In Date
% Edit Enrollment Workflow

a Current
(2] CCS-Monte Cristo

If exiting the entire household, thls is done from the Head of 1 @ Add Housing Move-in Date
Household’ s client dashboar B2 Edit Enrollment Workfiow
member (such as an adult childvigateto that specific -

per son’ s All ecusentamndgastcenrollments will be %5 Add Family Member

shown under theProgram Enrollments for HUD Programs { & view Case Members

section. Select thelue action geanext to the enroliment Q L) Update/Annual Assessment |
from which the client is exiting. G_xitthe EnrollmD

When you select thaction geayyou ae given several choices.
Choose Exit the Enrollment to conduct an exit assessmenparidrm a formal program exit.

17
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The Enroll ment Exit screen asks f oUpdatethstoehg i t dat e
date the client actually exited the program.

The Destination shoul d be t hetudiiendsnmedielg followingt or f or
the program’ s exit. The Exit Reason should be the
program.

In the Services section, select the date a service was provided, the Grant which funded the service, and
the serviceoffered. Click Save.

Next, you will complete an amendéthiversal Data Assessmeithis shortened version asks for
specific, programrequired information, much of which will automatically populate based ofhef
entry workflow.

Follow the Universal Data Assessment, other assessments are the

Barriers Assessment

Income and Sources Assessment
Employment Assessment

Adult Education Assessment

=A =4 =4 =

If also exiting family members, indicdteat on the next page and congik all necessary assessments
for each family memberOtherwise, select No. When downgth this task select Finish.
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Section VIIHelpful Hints

Pausing a Workflow
After starting a workflow, while not ideah situation may arise where the workflow must paused to
attend to some other pressing need

T4
Topause a workflownote the 1 optionsin the upper lefthand side of the screen whemngaged

in any workflow.

Click “ to pause the workflow andeturn later. For information about resuming paused workflows,
see thePaused Operationsection of this manual.

Click >< to cancel the workflow and remonall information entered while in the workflow. This does
not delete information entered outside of the workflow.

Screen Shots
When you Submit an Issue Ask a Questioit is very helpful to attach a screen shottbé itemthat is
causing concern. This must be done in a way that does not share private client information.

To take a screen shqtressthe Ctrlkeyboardbutton andthen pressthe Print Screerkey. This takes a
picture of what igresent on thecomputer screen(s)Alternatively, programs such as Snipping Tool or
Snagit may be utilizeand information easily redacted.

Duplicate Client Records

At time, Snohomish County HM&Eaff will come across multiple files that are clearly both for the same

person, but have been entered into HMIS by separate persons or agencies, creating dupticeds.r

Duplicate records are devastating to the quality of the data that is reported using &idi8ayhave

negative results on funding o avoid creating a duplicatel i ent r ecor d, al ways sear
partialname before creating the client cerd. Do not search by saisecurity number or birthdate as

these are often missing or incorrect.

If a duplicate records found please contact HMIS staff fassistancén merging the records.

Sometimesvhen searchindor aclient, the recordwill appear noto exist in the systenmtdowever,

Snohomish County HMgEaff mayemailabout a possible duplication. Thiglise to legacy security

settings which affected some of the first 35,000 client records in HMiIgenthese firstclients do not

consent to share and/ or rel ease their i nformati on,
In these situationsat intake it may not be obvioubat aclient already has an existing reco@bunty

HMIS staff will merge or update the seityrsettings as appropriate.
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Editing Families

Once families are created in ClientTrack, it can sometimes be difficult to update or add new information
if the family structure changes. Below are some basic helpful processes for editing families in HMIS.
More advanced or uncommon family editing functions should be discussed with the HMIS Lead Agency
prior to being performed by submitting a question. For more information on submitting a question, see

the Ask a Questiosectia of this manual.

Adding a Family Member

Adding a new family member might be necessatigafhouseholdexperiences a change in the family
structure through the addition of a new person. If an existing individual or family seeks teitangew

family member, the process is relatively straigtward:

1. Go to the head of household’”s c¢client

2. On the left-hand side of the screen, select the option titled Family Mem
3. On this new screerlickon thebox [/ to the leftthat is not checked and begin entering the

information for the new family member. After entering the name, the system will sdfarcin

existing client.
a. If the client does not exist in HMIS, cI

b. If the client does exist iRIMIS, select the name of the client from the list.

=i
4. When finished entetion',cﬁiient’s i nfor ma

It is important to note that, while this processlds the person to the family, it does not enroll the

person into a program. If this step needs to be taken, sedtiogiram Enrolimengection of this

manual.

Changing the Head of Household

dashboard

In situations in which the family structure changes so that the original head of household is no longer
serving as the head of household (which can be definathdwgencyprogram),a changemay be made

an existing family member to the current head of ketiold.

To change an existing family member to the new head of household:

1. Go to the current head of househol d’
2. On the lefthand side of the screen, select the option titled Family Members.

m Family Members

client d

3. Scroll to the col uHenadt iotfl eHlo u
Change the current head of household from Self to another
accurate relationship. Chge the new head of household &elf.

4. When finished enter i ngSave&e&losel

Relationship
to Head
of Household* &

Other Non-Family
Self

ilormati o
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It is important to note that changinde head of household is not a critical data element after the family
members have already been enrolled ina program.thtésasgency ' s pol i cy that shou
it is appropriate to change this designation.

It is also important to note thatthisr ocess does not change the family
this, please contadhe Snohomish County HMIS team

Removing a Family Member

In some circumstances, family members who were once a part of the family are no longer considered to
be a part otthe family. Thee circumstancesiay includewvhen children leave the family to pursue

services on their own or in with a new family, when a braplor separation of partners occurs, or

when a family member passes away.

To remove a family membeiirst exitthem from the program, therfiollow these steps:

1. Go to the client dashboard of the client who is leaving the family.

2. On the lefthand screen, select Family Members, then Family History.

3. Click on the Add this Client to Another Family button on the upgént-tiand side of the screen.

4. Either search for an existing family into which the client is now a member or create a new family
using the client’ s i“ihtheFaaly Nam@bohy cl i cking on

5. Select the Relationship to Head of Household. Youazare the Relationship Type blank.

6. Select Set as Current Family.

7. Only click Remove Client from all Other Families if the client will not-f@ni@g any past
families.
8. Clicksave

Please note that if the head of household is the person who is leaventamily, first designate a
different family member as the current head of household before remove the old head of household
from the family. It is also important to note that removing a client from the family, even if the family
was named after the cligrbeing removed, does not change the name of the family. For information
about this, please contact the HMIS Lead Agency.

21



Section VllIDe-ldentifying dients

Consent Refused at Intake ClientHIV+ Status
If the client refuses consent, you muste certain deadentified data elements, including:

1 First NameAnonymous

1 Last NameAnonymous

f Name Quality: “Client Refused”

91 Social Security Numbgi:EAVE BLANK]

T Soci al Security Number Quality: “Client Refuse

T Date of Birth: U sonmth and year,rbat fosnded  the festof thebmontht h m

unl ess that is the client’'s actual birthdat e,
o Example: If actual date of birth is 04/05/1991, the entered date of birth should be
04/01/1991.

0 Other example: lactualbirthdateis 10/01/1991, change to 09/01/1991.

1 DateofBirthQudiy : “ ApprPaxitmatle DOrB reported”.

1 Other remaining data elements are generally not considered to be identifiable, so enter the
correct information.
o Exception: Client is a ddentified, but isirom a small town and has unique race,
gender, national identity, and other traits that would make them still easily identifiable.
Use best judgment to further mask the clier

This procesmust becompleted for all members in the housddaso the person who refuses consent is
not easily identifiable.

Client Revokes Consent After Intake
If the client later revokes conserdp not deidentify the data on your own. Pleasentact Snohomish
County HMIS staff to have the client recalgidentified and all data scrubbed.

There are a number @fdministratoronlyf or ms t hat have been aftertheed with
intake and enrollments have been completed. These will be eval@atdanade anonymous.
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Domestic Violence dhtake

If the client is experiencing or recently experience domestic violence, at the time of intake you must use
certain deidentified elements. This will appesimilar toconsent refusedbut are slightly different for

safety and should be noted:

1 FirstName:Anonymous
1 Last NameAnonymous
T Name QuChdntiRefysed
1 Social Security Numbdi:EAVE BLANK]
T Soci al Security Number Quality: “Client Refuse
T Date of Birth: Shift the cl| hdassightse mbrahtaeddatd bi r t
as 01/01.
o Example: If the actual date of birth is 04/05/1991, the entered date of birth could be
01/01/1993.
1 Date of Birth Quality: “Approximate or Parti al
1 Complete address information should not be entered.

1 Otherremaining data elements are generally not considered to be identifiable, so enter the
correct information.
0 Exception: Client is a ddentified, but is from a small town and has unique race,
gender, national identity, and other traits that would make thetitl easily identifiable.
Use best judgment to further mask the clier

This process must be completed for all members in the household sdigmis not easily identifiable.
For program requirements and reporting purposes, be conscious when changing the birthdate of a
family member who will soon turn eighteen years old.

Domestic Violencer HIV+After Intake

If the client later experiences domestiiplence or reveals thegre HIV+do not deidentify the data on
your own. Please contact Snohomish County HMIS staff to have the client reeiolehtiéed and all
data scrubbed.

There are a number of administratonly forms that have been markedWwit t he cl i ent ' s dat &
intake and enrollments have been completed. These will be evaluated and made anonymous.
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